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Purpose
Use this procedure to process an appointment change for an employee who is transferring to a
position in their current agency, sub-agency, or in another agency.

Trigger

Perform this procedure when an employee has been appointed to another position.

Prerequisites

e The employee must be active in HRMS.
e There must be a position to appoint the employee in to.

Menu Path

Human Resources > Personnel Management - Administration > HR Master Data >
Personnel Actions

Transaction Code
PA40

Helpful Hints

If the employee is transferring to another agency, the gaining agency will perform this
procedure and contact the losing agency and inform them of the employee’s transfer.

The losing agency will need to enter/change any remaining master data prior to the gaining
agency performing the appointment change action.

Example: leave to enter or delete in CATS, garnishments, or anything pending master data
for the employee.

Q IMPORTANT NOTE REGARDING EMPLOYEES ENROLLED IN HEALTH
INSURANCE: When a transfer occurs at any time prior to the end of the month, the
losing agency is responsible for paying the state share for the entire month. The
gaining agency will not be billed for state share until the month following the transfer
date.

The losing agency must enter 401 (transfer out code) in the TRANSFER REASON
field, and the last day of the month (the losing agency is responsible for the insurance
premiums for the entire month) in the TRANSFER EFF DATE field. Press PF10 to
update.

The gaining agency must enter the new HOME AGENCY/SUB-AGENCY (this
requires that you move the cursor to the home agency field), enter 201 (transfer in
code) in the TRANSFER REASON field and the transfer-in date (should always be the
first day of the month in which the new agency is responsible for the insurance
premiums) in the TRANSFER EFF DATE field. Press F10 to update. This will set the
home agency lock to the new agency. Do not update any other fields on this screen
until after the transfer transaction. Additional changes to the A.41 screen fields will
require a separate transaction.
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Contact HCA for more instruction by phone: 360 923-2847 or by email:
helpdesk@hca.wa.gov .

If the employee is transferring in their current agency perform this procedure by your assigned
role.

This procedure my require hand-offs to other roles (payroll processor and /or benefits
processor) depending on the structure of your agency and your role at your agency.

It is critical if a hand-off is made to anther role, that the transaction code PA40 is used and the
“execute into infogroup” process is used. This is explained further in this procedure. Using
PA40 will ensure that all required infotypes are completed.

Do not use transaction code PA30 to complete portions of the appointment change action.

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error ﬁ

ﬁ Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to proceed.

Warning

® Action: If an action is required, perform the action. Otherwise, click

Example: @_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

& (Enter) to proceed.

Confirmation & _
Example: Save your entries.

o or V] Action: Perform the required action to proceed.
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Procedure

1. Start the transaction using the above menu path or transaction code PA40.

Personnel Actions

gl 00 slaH . e@e -in ft0 BRI QR

Personnel Actions

X 10 1= Y R R
Find by
< % Person £
[l collective search help
[ searchterm
[ Free search

Fersonnel Actions

Action Tme F‘ers_onn... EE group EE subg..
Mew Hire

Change of Status
Concurrent Employrment
Anpaintment Change
Separation

Rehire

Paid Leave of Absence

Linpaid Leawa of Absence

Return from Leave of Absence

Release 2 to 1 Mew HirefTrnsfr

Release 1 to 2 Sep/Trnfrs

Conversion Carrection

LD | [

] I s E

[ | 201 P2 ssvaphrdedei | INS
o

2. As required, complete/review the following fields:

Field Name R/O/C Description
Personnel no. R  |The employee unique identifying number.
Example: 20000679
3. Perform one of the following:

If Go To
You are the Personnel Administration Processor Step 4
You are the Payroll Processor Step 34
You are the Benefits Processor Step 41
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4. Complete the following fields:

From R The effective date of the appointment change.

Q Only enter the From date if you are the
Personnel Processor initiating the
appointment change action.

Example: 01/01/2005

5. Click (Enter) to validate the information.

Personnel Actions

g 2aH @@ LHE DDLADN BE @
[@&] Personnel Actions

Y | | A

Find by '
2 @f Person 20000679 [
{H collective search help
{H} search term
(il Free search
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6.  Click on gray box next to lﬂ\ppnintment Change

7. Click E (Execute) to execute a process or action.

Copy Actions

| 918 Cee SHB annd D OB

Copy Actions (0000)

E‘ | |® Execute info group ||§ Change info group |

20000679
test Tom

[a5m ﬂ
BEHR IE
61/01/2005 12431/9999

Personnel action

Appaintment Change
[E4

Action Type

Reasan for Action

Status
Employment

Organizational assignment

Position 999999439

Pergonnel area 0850 Secretary of State
Erployes group 1] Permanent

Ernployes subgroup 13 H-0T Elig=Bhrsinkoay

Additional actions

Start Date Act. |Action ¥ ] ActR  |Reason for acti I

010142005 (U0 Mew Hire 01 Temporary Appointment

|

10 .

Ll L e [ ][]

[ (Y

[ | RDO (1) (201) P2l ssvwbhranta2 | OVR
-

8. As required, complete/review the following fields:

Field Name R/OIC Description
Reason for Action R The reason for the action.
Example: 58
Position R The position number.
Example: 60000117

9. Click (Enter) to validate the information.
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v/ @

10. Click ‘ (Copy) to accept.
11. Click (Enter) to validate the information.

12. Click H (Save) to save.

Copy Organizational Assignment

O @@ SHE S000 BRE @

Copy Organizational Assignment (0001)
|

-ZBBBBB?Q Eﬂ'
-8858
-BDHR

_EI1."EI1."2EIE|5 02/15/2005

Enterprise structure

CoCode Wweet STATE OF WASHIMNGTOMN
Pers.area 1658 Office of Financial Mgmt Subarea [2le]e] MNaon Represented

Cost Cir 1051600 SWF3 - DRS Bus. Area 1050 Office of Financial Manag..
Fund

Personnel structure
2]
EE subgroup 04

EE group FPermanent Payr area 1 Semi-monthly

M-OT Elig=Daily Sche Caontract g

Crganizational plan

Percentage 100,00 E Aasignmeml

Administrator

FPersAdmin

Position TODOOZE3  TestJob 2 Time
Test Jab 2 PayrAdmin
Job key 500081061 Test Job
TestJob
Exempt i}
Oryg. Unit EEEE1TE  Admin

Administration
Org.key

(@ Record created U | ROO (1) (2013 b2l | sswwbhranioz | OVR o
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13. Complete the following field:

Field Name R/O/C Description

Contract R The employee's state status.
Example: Probation

14. Click (Enter) to validate the information.

15. Click H (Save) to save.

Create Vacancy

o[

|‘r‘es || Mo ||u Cancel|

@ This screen will only appear if a vacancy has been created.

16. Click .

Delimit Cost Distribution (0027)

Delimit Cost Distribution (0027)
a2
Personnel o 2000067 Name  test Tos

Persires 0]
Pubares. O EESubgroup 13 Status
™ Che €, 12731/9999 | Dale: 0661 /2006

adrened bk
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18. Click (2= (Delimit).

@ The Delimit Cost Distribution will only come up if the Cost Distribution Infotype (00027)
has been created by the losing agency. If this does not come up during the action skip
to Step 19.

Change Contract Elements

H a2 EE D000 EE @ o
Create Contract Elements (0016)
B[R] [ v |

Contract type

Probationary petiod

19. Asrequired, complete/review the following fields:

Start C The effective date of the new record.

Example: 1/1/2005
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Contract type O The status of employment within the State. It will be either
Permanent or Non-permanent.
Example: Non-permanent

Probationary period (0] The length of employee’s probationary period.

@ This field is also used for the length of the
employee’s trail service period.

Example: 6 months

20. Click (Enter) to validate the information.

21. Click - (Save) to save.

Create Monitoring of Tasks

Z| 2liBeee DHE S04 RAR @
Create Monitoring of Tasks (0019)

Task Type F‘rob perto expire g
Date of Task oy setizans Processing indicatar Mew task

Reminder Date
Leadfollow-up time
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@ The Monitoring of Tasks infotype may not appear based on the chosen contract type. If
the infotype does not appear, skip to the Step 22.

22. Asrequired, complete/review the following fields:

Field Name R/O/C Description

Task Type @) A task type is a relevant task that an HRMS user would be
expected to perform.
Example: Prob per to expire

Date of Task @) The date on which the task needs to be completed.
Example: 12/5/04

Processing indicator O This is used to signify if a task entered in the Monitoring of
Tasks infotype is new, in process, or has been completed.”
Example: New Task

Reminder Date O The date on which the system should remind you of a certain
task.
Example: 6/1/2005

Lead/follow-up time @) The lead/follow-up time defines a period before or after which

the system should remind you of a certain task.

Example: 1 week

23. Click & (Enter) to validate the information.

]
24. Click (Save) to save.
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Create Planned Working Time

H (€@ @ | 2 B 804 EE @

Create Planned Working Time (0007)

-2BBBBBT9 mﬂ'
-9859 ﬂ
-BBHR IE

_91."91."2995 1243149998

WWork schedule rule

Work schedule rule FULL
Time Mgmt status 9- Time evaluation of planned times ]

[]Part-time employee Additional time 1D

Warking time
Employment percent 100.00 [ Dyn. daily work schedule

Daily warking haours Min. Max .
Weekly warking hours o.oo Min. Max .
Manthly working hrs o.eo Min. Max .
Annual working hours o.oo Min. Max .

Weekly workdays

(& Record created [» | RDO (13 (2013 P2 | sswwhbhra

25. Complete the following fields:

Field Name R/O/C Description

Work schedule rule R A description of the duration and composition of employee
working time for any given workday.

Example: FULL

Time Mgmt status R The part of the work schedule that an employee is assigned to
and signifies how hours are calculated based on the employee's
assigned work schedule.

Example: 9 — Time evaluation of planned times
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Field Name R/O/C Description

Additional time ID c |Theindicator on how employee leave will accrue
Enter:

= 00 for full normal leave accrual (will default if to normal if
field is left blank).

= 01 for NO leave accrual
= 02 for sick leave accrual only

Employment percent (0] The amount of time that an employee works per week in a
particular position and is described in terms of a percentage.

Example: 100.00

26. Click (Enter) to validate the information.

27. Click H (Save) to save.

Create Date Specifications

G| 0 B e LHE DDOD PR @
Copy Date Specifications (0041)

20000679 ‘test Tom
0850 [
DBHR 13

o1/a1/2005 [slte 12/31/9999

Date Specifications

Date type Date Date type Date

@1 Anniversary Date 10/14/2004 B2 Appointrment Date 10/14/2004
B3 Original Hire Date 10/14/2004 65 Seniority Date 10/14/2004
B7 Unbroken Srec. Date 10414/ 2004 18 Prenl HolidayElghlty 10142004
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28. Complete the following fields:

Field Name

R/O/C

Description

Original Hire

C |The date the employee starts at an agency.

Example: 1/1/2005

@ If the Appointment Change is to a new agency
this date should reflect the date the employee
went to the new agency.

Appointment Date

R The effective date of the appointment.

Example: 1/1/2005

@ If necessary, make changes, additions, or deletions to the date specifications.

29. Click & (Enter) to validate the information.

0
30. Click

(Save) to save.
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Create Basic Pay

gl i@ @@ -k anon HE @6
Create Basic Pay (0008)
| | Salary amount Hi Payments and deductions |

_EIHEI‘HZEIEIS 12/31/9999

Sugpe 0

Reason Capacity util. level 100,08

PS tyne WFSE Work hoursferiod 97 .00 Semi-morthly

FPS area Standard Progression kextincrease
PS group Level A Annual salary 343.00 USD

ozl zvssss 4 [b) e s |

31. Complete the following fields:

Reason R |This is a specific reason for performing an action or
maintaining an infotype.
Example: 20

Next Increase R The date of the employee’s next pay increase.
Example: 7/1/2005

32. Click (Enter) to validate the information.

33. Click - (Save) to save.
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& For the Personnel Administration Processor, this will mark the end of the New Hire

action. After saving, click E to exit the action and transfer the New Hire Information
Packet to the Payroll Processor who will complete the action.

0 Payroll Processor — Reminder do not put a “From” date in the field prior to executing

the transaction (See Step 2). If you entered a “From” date click & (Back) and delete

&

the date and then click (Execute).

Copy Actions (0000)

Copy Actions (0000)

G2 [ mgun ] cranss e pouw.
M 200098TH

test Tom
0110012005 (=0 | 1242179959 |
Peragaingl schon

Action Type Appaintment Charge
&

FoenISs

Personnel e BEE0 Secrebiry of Stale
[Ernployes geoup 1} Parmarsen

Erployes subgrowp. 13 H-OT Elig-Bheshwiday

adational actons
{stantBuate lact |achion tme [actht |Foeason for ach
DUOIFI008 L0 Hew Hire 01 Tempenary Appointment

" |$ Execute info group

34. Clic
35. An information pop up box will appear informing you that “This entry will delete a record.” Click
lil (Enter) to continue.
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36. An Execute info group pop up box will appear informing you that “Warning: Personnel action
infotype not saved with ‘execute info group’ function! Click w.

@ The Personnel Processor has already saved this infotype so it is ok to continue.

37. Click =] (Next Record) until you reach Change Add. Withh Info. US Infotype (0234).

Change Add. Withh. Info. US

¥, i@ e@@ LU anon AR @M
Create Add. Withh. Info. US (0234)

-ZBBBBBTQ mﬂ'
Find by 0850 8|
7 @B Perzon -DBHR m
M Collective search help _h +01/2005 e 1243149999

(il searchterm

{0 Free search [-]

Tax authority FED'  Federal Tax level & Federal
Supplemental method

Override amount
Cwerride percentage [ Mo Tax
Empl.override group 0O19 0850-4902 Admin & clerical

Common Paymaster

[] comman Paymaster

38. Complete the following fields:

Field Name R/OIC Description

Empl.override group C |The medial aid code.
Example: 0019

39. Click & (Enter) to validate the information

40. Click H (Save) to save.

& For the Payroll Processor, this will mark the end of the New Hire action. After saving, click

to exit the action and transfer the New Hire Information Packet to the Benefits
Processor who will complete the action.

State of Washington HRMS

File name: Version: SME Approved Script SAP Parent
APPT_CHANGE_ACTION_TRANSF Last Modified: 12/19/2008 11:31:00 AM Page 17 /28
ER.DOC

Reference Number: 26




Title: Appointment Change Action - Transfer
Processes :
Sub-Processes :
HRMS Training Documents

Payroll Processor if the employee has recurring payments /deductions, go to PA30 and
follow the procedures Create a Recurring Payment or Create Recurring Deduction.

Q Benefits Processor — Reminder do not put a “From” date in the field prior to executing the

transaction (See Step 2). If you entered a “From” date click e (Back) and delete the date

&

and then click

Copy Actions (0000)

(Execute).

1la@ €@ OHRE D0o0 BER O
Copy Actions (0000)

GEHANESE

G250 Secrebary of State

a Parmanent

13 H-OT Elig=Bhetfwhkdiny

41 Click |@ Execute info group

42. An information pop up box will appear informing you that “This entry will delete a record.” Click

lil (Enter) to continue.
43. An Execute info group pop up box will appear informing you that “Warning: Personnel action
infotype not saved with ‘execute info group’ function! Click | ¥ Continue |
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@ The Personnel Processor has already saved this infotype so it is ok to continue.

44. Click =] (Next Record) until you reach Create General Benefits Information Infotype (0171).

General Benefits Information (0171)

A8 Cad  ERHE 8Da8 EE

Create General Benefits Information (0171)

3 -QDBBBB?Q
Find by 0850
=7 @3 Person -DDHR

f“ Collective search help _D‘I /01742005 @ 1243149999

fiH} search term
fil Free search

General Benefits Information
Benefit area us USA
1st Program Grouping ELIG Eligihle for Rirmnt

2nd Pragram Grouping m State Employees

@The default for the 2™ Program Grouping is 01- State Employee. Change the grouping
if the employee is eligible to participate in a retirement plan other than PERS.

The value in the 2" Program Grouping field defaults from appointment information in the
Organizational Assignment infotype (0001).
You will have to change the 2" Program Grouping field if:
¢ An employee chooses a different plan.
* The Employee Type defaults to a code not consistent with the System/Plan set up at
hiring time.
¢ An employee changes positions and wants to continue contributing to the System/Plan
from his previous position rather than the one that defaults with the new position.

For a list of valid type codes for each retirement system, see The Employer Handbook - Type
Codes.

45, Click ﬂ (Enter) to validate the information.

46. Click B (Save) to save.
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Possible subsequent activities

11/01/2005 ()
10/31/2005

11/16/2005

47. Click E to accept.

@ By using Transaction Code PA40, HRMS will identify all plans that the employee is
eligible to participate in.
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Enrollment

] = aldb0 @@ CHE O0L0| FE @

Enroliment
Direct selection Enrall
Name Smith Robert on  11/81/2085 g
FPersonnel no @

Offer selection

10 humber QZ Get offer a Print form Ia General Motice Igs Error list
Possible offers Enrollment period
[@ Select | Retirernent Enralimnt | 0170171800 - 1273118888 |
ISR 1T
“ Pers.Mo.|Mama
| 200007 648 | Smith Robar
Offer

K] I3 | £

[ | RDO (1) (201 P2l sswwbhranlbl | OVR
—

48. cick | Getoffer |
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Enrollment

Enrollment Edit Gotao

@ 1q 0 Q@ SHEB ANAD D @B

Enrollment
Direct selaction k Selection set | Enrall
Mame Smith Robert on  11/01/2005 [
Fersonnel no,
Offer selection
ID nurnber {3 Getoffer ||§ Print farrn ||§ General Motice ||: Errorlist_|
Possihle offers Enrollment periad
|@ Select | Retirerment Enrallmnt 01/01/1800 - 12/31/39599
NEIEBIEDICE
“ Pers.No|Mame
20000764 | Smith Raobert
Retirement Enrallmnt
@ Enol |E costs [# undoselecton |[B|4|E[&  Enorist |
Status  Walidity period Activity
2 401(a)
FERS 2 1100152005 - 1 253179894
PERS 3 - Option 0 1100172005 - 12731799949
PERS 3- Rate A- Self 1100172005 - 12631799949
PERS 3 - Rate A-WSIB 1100152005 - 1 2531798949
PERS 3 - Rate B - Self 1100172005 - 12631798949
FERS 3 - Rate B - WSIB 1100152005 - 1 253179894
PERS 3- Rate C - Self 1100172005 - 12731799949
PERS 3 - Rate C-WSIB 1100172005 - 12631799949
PERS 3 - Rate [n- Salf 1100152005 - 1 2531798949
PERS 3- Rate D - WSIB 1100172005 - 12631798949
FERS 3 - Rate E - Self 1100152005 - 1 253179894
PERS 3 - Rate E-WSIB 1100172005 - 12731799949
PERS 3- Rate F - Self 1100172005 - 12631799949
PERS 3 - Rate F - WSIB 1100152005 - 1 2531798949
1] I I | K1 1

49. Click the appropriate Savings Plan.

0 For a Plan 3 Employee, choose the appropriate plan (PERS, TRS, or SERSO with the
rate option of 0 (zero) during the 90 day choice period. This will place the employee
on the 70-day/90-day default report.

& If the employee’s prior Plan 3 enrollment had a plan choice code on the Savings Plan
0619 infotype, this new enrollment must be updated with the same plan choice code.
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Maintain Savings Plan

-EEIEIEIEI?EEI

PERS 2
1140812005

12431¢9999

Contribiution regular

Pre-tax contribution Semi-manthly

Amaount 0.00 UsD []Pre-Tax Rallove
FPercentage
Lnits [ox 0.8 LsD

Fost-tax contribution Semi-rmonthly

Amount 0.00 UsD []Stat Pst-Taxl
Fercentage b.aa

Units 0% 0.8 UsD

® reeem %
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50. Complete the following field:
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Field Name

R/O/C

Description

Percentage

R

This is a field used to store a percentage amount for the
retirement deduction.

Q

@

Example:

Do not leave this field blank or a retirement
deduction will not be taken for the employee. If
you do not know the percentage, enter a
number and click enter and you will receive a
message for the correct percentage to enter.

If you do not know the correct plan contribution
percentage, HRMS can prompt you. Click in
the percentage field and enter any number
(example: 2) and press the enter button on

your keyboard. You will receive an e Error
message in the status bar telling you what the
correct contribution percentage is for the
selected plan.

2.25
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Maintain Savings Plan

-2EIEIEIEITEEI

FERS 2
11468142005

12431/99949

Caontribiution regular

Pre-tax contribution Semi-rmornthly

Arnaunt B.00 UsSD []Pre-Tax Rallove
Fercentage 2.25
LInits X .00 Ush

Fost-tax contribution Semi-rmonthly

Arnaunt B.00 UsD []Start Pst-Taxl
FPercentage oo

Lnits

0.ea8 UsD

® recem| %

51. Click .
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Enrollment
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0170111800 - 1273119393

Status pancd

{9 401
' @  07/01/2005. 12319098 ¥
PERS 3- Opiion 0 070112005 - 12/31/9999
PERS 3- Rate A- Self 0710112005 - 1213119999
PERS 3- Rate A- WS 07/01/2005 - 12/31/8899
PERS 3- Rate 8- Sorf 0710112005 - 1203119999
PERS 3- Rate B- WSIB 07/01/2005 - 12031/8999
PERS 3. Rate C - Saif 070172005 - 1213179999
PERS 3- Rate C - WSIB 07/01/2005 - 12/31/9999
PERS 3- Rate D - Seif 0710172005 - 1213173999
PERS 3 - Rate D - WS 0710112005 - 121319999
PERS 3- Ryte E - Sell 07/0172005 - 12/31/2999
PERS 3- Rate - WSIB 0700112005 - 1203119999
PERS 3- Rate F - Self OT/01/2005 - 1203172998
PERS 3- Rate F - WSS 70112005 - 1213179999
“ar
52. ciick (@ Emmol_|
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Confirmation of Selected Actions

53.  Click “

Enrollment
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54. Click to continue or click | g Confirmation to print confirmation.

55. Click n to return to the previous screen. The following screen displays:

Possible subsequent activities

[17¢25/ 2004 ()
07/24/2004

bys2642004

v %]

56. Click @ to cancel.

57.  You have completed this transaction.

58. Click & (Cancel) to return to PA40.

59. You have completed this transaction.

Result

You have successfully transferred an active employee from one position to another position.

Comments
Once the Plan 3 employee has submitted their completed DRS member information
form designating their Plan 3 contribution rate, see the OLQR procedure Retirement
Plan Choice 90 day selection period, Plan 3 (Appointment Change) to complete the
retirement choice.
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